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3FFICE OFTHE SECRETARY OF STATE 
:nARTMENT OF ARCHIVES AND HISTORY 

ECORDS MANAGEMENT DlVlSlON n 
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M R  AQENCY USE 1. Agency Address 

Division of Mental H e a l t h  6 Mental  R e t a r d .  
pplianm 0.m 

J u n e  11, 1976 
&anon N u m k  

DHR-98 A t l a n t a ,  Ga. 30334 

Depar tment  of Human R e s o u r c e s  

.Menta l  R e t a r d a t i o n  Section - 

47 T r i n i t y  Avenue ,  Rm. 542-H 

-. 

mu RECORDS MANAGEMENT WE 
Applicatien Num!mr 

4 

Dam Received O m  Completed 

jtll ' 6 w  IAUG 1 0  1976 

File isananged: a l p h a b e t i c a l l y  b y  county;  t h e r e u n d e  

. Oator of Series 
r l i  Latest 
1973  I Present 

l p h a b  

5. R.cordt Srkr T i i  Ifollowed by tide ussd in office; if diffarmtl 

Mental  R e t a r d a t i o n  T r a i n i n g  Center Program F i l e s  . 

i c a l l y  - name o f  program. 

L Monthly Rderenm Rate How often are records referred to which are: 
2 One to six months old l o  

m.nw-five - .  . months and older dL? , . 

1. Annul R I B  of Aeumuldon of Rlcardr 
Let t r . r inbaws 2 ; Lqalsiza drawers ; Shelves ; Other /w&fyJ - 

; Seven to twelve months old 5 ; Thirteen to twenty-four months old 

.- . .  
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1. Rmmlon Rquirements The following requires the nries to be kept: 

years. 
years 
yean. 

5 
a. StaGLm V-. d. Audit period 
b. Stam of limitation - years. c. Administrative need 
c. h d w a l i n v  wars. f. Federal ratantion instructions 3 

Attach cow 01 excart of Iowa or regulations Explain administrative need. 
Based on p r e v i o u s  r e f e r e n c e  exper ience  a 5 year  r e t e n t i o n  p e r i o d  i s  needed.  

2 Approved Dlspoporition lnmudonr This agency recommends that tho file series be cut off a t  the end of each: 
0 Calendar Year: I3 Fiscal Year; 0 Other 

- 
*n. 

a Hold in tha current files area r n o n t h ( S )  2 year(r); then 
0 Trander to local holding area; hold 
a Transfer to State Records Center: hold 3. ycar(s); then 
a Dlmoy. 
0 Transfer to Stata Archives for pafnunent mention. 
0 othr lspKitvl 

year(s): then 

, 1  

These instrucllons apply to a l l  prior and future accumulations of the series. 

ecommendations in para- 
,aph 12 are approved. 
f dhppmved. rmd, letter 
f explmt im. )  


